Annual Salary Review Quick Reference for the Administrator Role
-SRS Annual Salary Review-

Select the Department for Review:

. From the SAP menu open the folder:
Role Z_HRASR_DEPARTMENT. (Administrator Role)

= Select: ZASR - Annual Salary Review Overview.

=  Click the Matchcode button (El on a MAC) to select
Fiscal Year/Cycle/Step. The year changes each cycle year.

= Select either the SRT (technical) or SRA (administrative)
review.

& Note: If you know the SAP Org. Unit number you may enter it
directly in the Org. Unit field.

=  Click the Matchcode button (El on a MAC) to search for a
SAP Org. Unit.

Tip: See the Matchcode Search Quick Card if you do not know
the specific number and need assistance.
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= Click the List ASR button s,

=  The Status field is right next to department name.

& Note: You are looking for the Released status.
New Created by Compensation Office.

Released The Approver completed initial review and saved
& released the ASR data for the DLC
Administrator.

Submitted The Administrator has completed their review and
saved & submitted the data in SAP.

Approved The Approver has completed their final review of
the ASR data and approved it.

Activated Compensation Office activated the ASR data in
SAP and it can be seen by HR and Payroll as
soon as it is activated.

= Double click on the Department field to see the ASR amounts
at the employee level.

& Note: The window lists the department’s employees who are
eligible for the ASR. To sort or change the layout, refer to the
Quick Card on Changing/Saving Layout.

SAP User menu

Menu Edit Favorites Extras Systemm Help
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SAP Easy Access’ - User menu for .
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=~ {3 User menu for JUDYR.DP

> (1 Role ZMIT

< i3 Role Z_ HRASR_DEPARTMENT!

@ ZASR - Annual Salary Review Overview
(1 Role Z_HRDLC_EDUCATION
(1 Role Z_HRDLC_EMERGENCY_CONTACT
(1 Role Z_HRDLC_ETHNIC_& MILITARY_DATA
(1 Role Z_HRDLC_FAC_CHAIR_APPTS
(O Role Z HRDLC TEL DIRECTORY UFPDATE
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Select Department for Review
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Cycle Fiscal Year 2005 Step 1

Org. Unit

Department Overview screen
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{i000025%- nautics and Astronautics Sponsored Research Staff-/

Departm... [Department “smus HC [Base Amount _|Dean...|Dean Amount ¢
10000295 Aeronautics and Astrona.Released 4 193,385.00 2.50 |4,834.63

Employee Overview screen
Annual Salary Review - Employee Overview

@ Check Surplus (23 Export FAC/DHD to Excel [BImport FAC/DHD Excel to ASR 3 Open FAC/DHD Excel File f&submit & Approve | Al

\LEGEND:| 00O =Released OO =Submitted OCB =Approved BOO =Activate d | B =Saved 4 =NotUpdated/Saved & =Error
EXCEL STATUS:  Option not selected
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10000545-Koch Inst - Integrative Cancer Research

B Except... | Pers...| Employee Name %.. Adj.SalaryB.. = AdjAmt Sav.. *®
00O @G 3.00 38,950.00 L1

ocO | @ 3.00 44,000.00 1
oo i 3.00 35,900.00 077.00
oo i 3.00 53,750.00 1,612.50
1,050.00
1,072.50
1,608.00
1,380.00
1,200.00
39,500.00 1,185.00
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New Column called Saved has been added in respons
to departments concerns about not knowing whose recc
they had changed prior to submitting. The column has a
yellow triangle to indicate an employee’s record has not
been updated or saved. When you make a change to tt
record and save it the yellow triangle becomes a green
circle. This helps departments to know where they left o
the last time they worked on the review.




Employee Overview screen
Annual Salary Review - Employee Overview
@B Check Surplus [3 Export FAC/DHD to Excel

Making Adjustments: Employee Overview screen

[£)Import FAC/DHD Excel to ASR & Open FAC/DHD Excel File [&7Submit & Approve 1 A(
{LEGEND:| OO =Released ONO =Submitted OCB =Approved OO =Activated | @ =Saved & =NotUpdated/Saved o =Error
EXCEL STATUS:  Option not selected
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10000545-Koch Inst - Integrative Cancer Research

. Make a change to either the %, Adjustment Amount, or New
Total for an employee. Note: These three columns are
connected, so changing the number in any one column will

[ Except.. Pers... Employee Name % ... ® Adj.Salary B... = Adj Amt Sav... * = New Total = Nonb P

H oo ] P 3.00 38,950.00 1,168.50 & 40,118.50 0.00 —
dynamically change the other two, after you press Enter. oo o0 o000 13000 4
[eee] 3.00 35,900.00 1,077.00 & 36,977.00 0.00
oo T {0 3.00 53,750.00 161250 & 55,362.50 0.00
[eee] J 3.00 35,000.00 1,050.00 & 36,050.00 0.00
1 oo 3.00 35,750.00 1,07250 & 36,822.50 0.00
= After making a change, press the Enter key. o 30 s isos0 o
oo ST 3.00 46,000.00 1,380.00 & 47,380.00 0.00
. i!{ [eee] 3.00 40,000.00 1,200.00 & 41,200.00 0.00
[ C“Ck the Save - button [ees) o 3.00 39,500.00 1,185.00 & 40,685.00 0.00

Employee Detail screen
. Click the Select All button to select all employee records. b
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Annual Salary Review - Employee Detail

= Click the Save button.

2005 Cycle SRA Step 1 Research Staff-
Making Adjustments: Employee Detail screen PEROMSIND M3 Meser e
Appointments
) . . Department /Appointment Base Increase INew Total
n Doub|e Clle on the emp'oyee name f|e|d to view the lAeronautics and Astronaut  Sponsored Research Admini 64,885.00  1,622.13 €6,507.13
Employee Detail screen.
. . Salary Adjustments for Selected
To Remove an employee from the list: Click the Matchcode lgl i — e
button in the Comment F|e|d SRI jAnnual Salary Increase 1,622.13 2.50 u1/u1/2uu512/31/999*
il
il |
. Double click on your comment choice from the Hit List.
Comments Hit List
= Click the Enter key. Insert & EHi s
Delete Line
bUttOnS Comment|Description N
™ C“Ck the Save bUttOﬂ @ B Remove from ASR - Terrf\mating (D)
- 02 Remove from ASR - Retiring (D)
03 Remove from ASR - Changing Department (D)
04 Remove from ASR - Changing Payroll Category (D)
05 Remove from ASR - Layoff (D)
- Click the Back &2 button to return. If you are ready to return to 5 [Roviem o Tnerasse - aign in Range ()
. 08 Review no Increase - Below Expectations (*)
the Employee Overview screen. 09 [oeforred Herit - p?rfomance*‘?m
1 |excaptiona performancs (o
12 Deferred Merit - Other (H)
. . . 13 Review no Increase - Lump Sum (*)
& Note: That the Adjustment Amount field for that employee is 14 |Revien no Tnoresse - Other () i tnoresse (15)
0.00. The ASR Pool will decrease; the money can not be re-allocated. o o e
18 Other Academic Only - Review Increase Only (18)

To add a Lump Sum:

=  Click the Insert Line @ button on the Employee Detail

Adjustment Type Hit List
screen. YHE

1stment

& Choose Adjustment Type
. Click the Enter button on the Adjustment Type Hit List.

»  Enter the correct amount in the Lump Sum Line. /5 LSUM - Lump Sum

& Note: The Lump Sum is a one time payment and does not affect
the New Total for the employee.
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= Click the Save button.

= Click the Back c button to return. If you are ready to return to
the Employee Overview screen.



What If Scenario in Excel: provides an option to use %

& Note: You can download the employee data to an Excel
spreadsheet (before making adjustments in SAP). The final dollar
increase amounts must be entered & saved & submitted in SAP.

=  From the Employee Overview screen click the Export @z

Employee Overview screen

Annual Salary Review - Employee Overview

@ Check Surplus [3 Export FAC/DHD to Excel [3Import FAC/DHD Excel to ASR % Open FAC/DHD Excel File f&7Submit & Approve 1 A¢

\LEGEND:| 00O =Released ONO =Submitted COB =Approved OO =Activated | @ =Saved & =NotUpdated/Saved o =Error

EXCEL STATUS:  Option not selected
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= Select the Local File option. Export Button

EEl

. Select Spreadsheet.

10000545-Koch Inst - Integr, Cancer Research

[ Except... Pers... Employee Name % ... = Adj.SalaryB... ©

= Click Enter e button.
= Enter a File name. save as .xls
= Click the Generate button.

. Go to the Local File and open the Spreadsheet.

Excel Spreadsheet Formatting:

»  Delete the 1% & 2" blank columns.
- Insert 3 columns to the left of column D.

= Enter the following column headings in bold text.

D: What if % E: What if Adj Amt F: What if Total

= Resize the columns.

& Note: To re-size columns click on the box in upper right corner

(above the #1) and select spreadsheet. Then place your cursor
between column A & B and double click.

= Enter the following formulas in columns E & F to calculate the
What if Adjustment Amount & What if Total:

Column E: =D#/100*H# Column F: =E#+H# (#=row number)

& Note: Column E should show zeros and column F should
show the Adjustment Base from column H.

= Enter a formula for the Total What if Adjustment Amount in
column E: (On the same row as the totals for H, I, & L)

How To: Click in the cell in column F in the total row. ™
Choose Insert » Function. In the pop-up window choose SUM. In the next
pop-up window, check that E7: E# defaults in the Number 1 field, if not fix the
data. Click OK. Can use Auto Sum

" Enter a formula to calculate the Remaining Allocation Amount
in column E below the Total What if Adjustment Amount.

Total Adjustment Amt — Total What if Adjustment Amt =

Remaining Allocation Amt
=l#-E#

8 3.00 38,950.00
3.00 44,000.00
3.00 35,900.00
3.00 53,750.00
3.00 35,000.00
3.00 35,750.00
3.00 53,600.00
3.00 46,000.00
3.00 40,000.00
3.00 39,500.00

Save list in file

Save Spreadsheet

Adj Amt Sav... * =

1,168.50
1,320.00
1,077.00
1,612.50
1,050.00
1,072.50
1,608.00
1,380.00
1,200.00
1,185.00

In which format should the list

he saved ?

) HTML format

v R
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New Total = Nonb ... P

40,118.50
45,320.00
36,977.00
55,362.50
36,050.00
36,822.50
55,208.00
47,380.00
41,200.00
40,685.00

Transfer Data to Local File

000 =
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

File name C:\Temph ()

Transfer | %
Q > Z & ga |}
ﬂ_] File Edt View Insert Format Tools Data Window Help

Avial ~10 - B I U s v %8 2
DEHRSGRITPE & R -F(9-0- 8= -5k ma -of
119 -~ A

[ A [ B | C D E F G [ H I J K]
1
2]
3
4
5 Persho  Employee Name Position Ti% Adj  Adj. Base | Adj Amt Saved Flag  New Total
[
zl 30308 Cohpol, JodunorResearch ¢ 35 4357108 152843 45,199.57
8 2442 Hdusny, Kydyf Research | 35 1554542 547.58 16,193.01
) 582 Qifdil, Fuzsyn  Sponsored 35 1497882 52426 15,503.08
10 33026 QzPfynn, Dsiqu Research ¢ 35 4792126 1577.24 49,598.50
a1 8220 Sujyn, Dogidse Principal i 35 1579520 65283 16,348.03
12] 1108 Syvenuf, Kujyn Principal R 35 1579408 55279 16,346.67
13 6754 Zsuloidupoh, YcResearch | 35 1539954 538.98 1593852
14
15 169,205.40 5922.18 i
16

ormatted Excel Spreadsheet



[ Microsoft Excel - Test-2007 SRS xls

Qahaca 21 By 3 | Y9 Reply vith Changes... End Reviey !
) Fle Edt Vew Insert Fomat Took Data Window Help Type a question
el W EEE-DA
DEHRISRIVEI S B -9
B6 A #_Jones Henry

B I c D HO [ T [ Okt
|
2]
a3l
"4 |Employee Name _ Position Title CaWhat If % What if Adj Amt What if Total % Adj  Adj Base  Adj Amt Saved *  New
5
6 | Jones Henry Director, Instrumentation Facility 3.00 2650 87 560.00 35 8500000 2975.00 879
7 |Eppes, Jay Technical Assistant 250 818.25° 3354825 35 3273000 114555 338
8 | Miller, Pedro Principal Research Scientist 0 75,000.00 35 7500000 2825.00 78
9 | Kendal, Robert  Sponsored Research Technical Staff 0 75,750.00 35 7575000 285125 784
10| Bone, Rebecca Technical Assistant 0 46,150.00 35 46,150.00 1615.25 a7
1 |Levitt, Joseph Sponsored Research Technical Staff 0 63,450.00 35 6345000 222075 656
12| Linn, Ellis Research Specialist 0 62,300.00 35 6230000 218050 644
13
4] 336825 440,380.00 1541330 4557
15
16| 1204505
17

Submitting the ASR Data: SAP User menu

Menu Edit Favorites Extras

gl caea BHE HDOD |
SAP Easy Access’ - User menu for .

& Note: After the Adjustment Amount changes have been

completed and saved in SAP, the ASR data needs to be submitted
back to the Assistant Deans for review and approval. 3= = @ 2| -|a

¥ {3 User menu for JUDYR.DP

=  From the SAP menu open the folder: 03 Role ZMIT .

Role Z_HRASR_DEPARTMENT. (Administrator Role) v g’%:ﬁiﬁﬁui’;ﬁ;g;’:& verviow
> [ Role Z HRDLC_EDUCATION
> [ Role Z HRDLC_EMERGENCY_CONTACT
> (J Role Z HRDLC_ETHNIC_& MILITARY_DATA
2
2

=

= Select: ZASR - Annual Salary Review Overview.

(1 Role Z HRDLC_FAC_CHAIR_APPTS

(J Role Z HRDLC TEL DIRECTORY UPDATE
=  Click the Matchcode button (El on a MAC) to select

Fiscal Year/Cycle/Step. Select Department

g PH €@Q CHE DDL0 BR @m
Awynual Salary Review
Rt F

» Note: You need to submit both the SRA & the SRT reviews.

=  Click the Matchcode button (El on a MAC) to search for a
SAP Org. Unit.

Annual Salary Review,/

Tip: See the Matchcode Search Quick Card if you do not know
the specific number and need assistance. Cycle FiscalYear 2005  Step 1

Org. Unit

Q
= Click the List ASR button <.

. Double click on the Department that you want to Submit.

Department Overview screen

& Note: Once the data is submitted changes to the amounts A Y TR TR

can Only be made by the ASSIStant DeanS. Annual Salary Review - Department Overview
rRTEB
. Ea fil000258 Aeronautics and Astronautics Sponsored Research Staff-/
. Click the Select All button to select all employee records.
e e e T T

- Click the Submit @ Submit button.

Employee Overview screen

Annual Salary Review - Employee Overview
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& NOte: the EXCGptIOI’] Co'umn for eaCh employee dlsplays the Annual Salary Review - Employee Overview
“yellow light”. You can submit one employee at a time. e e i 2

LEGEND. ©00=Release/xport @00 =Submit €00 =Approval Qo =Activate | O =Saved & =NotUpdatedSaved
IS E R RERIE R R
10000299-Aeronautics and Astronautics

B IEwception|PersNo|Last name Firstname  [Positon Tile [%Ad s Ad Bassle Ad fFiagle New
| 000 | 3291[saran |Fughes0008 [Sponsored Ressarch Administrati.| 250 44,750.00| 1,118.75 45,06
0007 Sponsored Research Administrat

250 5750000

" Click Back e button. You return to the Departmental Do oo s s | 230 515 0
OVGFVIeW Screen 3216 Wanda | Adams0007 |Sponsored Research Administrat! 25n.46:2snnn |:15525

93750 38,43

|00 0|

66,50
47,40
193,385.... + 4,834.63 - 198,21



& Note: That the Status has changed to Submitted on the Department Overview screen

Department Overview screen. glcB 0@ CHE Dhan HE @®
Annual Salary Review - Department Overview
w
Departm.... \Department Status HC  |Base Amount Dean ... [Dean Amount
ics and Astrona i 4 [193,385.00 2.50 |4,834.63




